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Chief Executive - Connexions Service National Unit

One of the fundamental principles of the Connexions Service is “extending opportunity and equality of opportunity.”  It is something that must permeate the whole of the Service, underpinning each Connexions Partnership’s culture and core practice. 

The Connexions Service is operating at a time when the UK has a rich mix of cultural diversity with around 56 million people speaking over 300 different languages and practicing at least 15 different faiths.  Nearly half of our non-white population are under the age of 15, and only 3% are pensioners which presents a huge challenge for Connexions Partnerships providing a service by staff representative of the local communities. 

Following the Stephen Lawrence Inquiry it was decided that new legislation was required. The Macpherson report led to the introduction of the Race Relations (Amendment) Act, which places duties on most public bodies to be proactive in achieving race equality.  Connexions Service National Unit is part of the Department for Education and Skills and is therefore required to;

	assess the impact of all its relevant policies on race equality, 
	agree and implement an action plan to deal with any adverse impact it identifies, 
	ethnically monitor all aspects of its employment practice, 
	remove any unfairness it identifies and,
	train all its staff on how to meet the new duties.
Achieving equality of opportunity and meeting the individual and diverse needs of all young people is a key priority for Connexions.  In order to fully understand and support the needs of young people from black and minority ethnic groups, partnerships should have appropriate numbers of staff who are themselves from diverse racial groups in that area. 

Connexions Service National Unit are working with Partnerships to ensure they meet the requirements of the Race Relations (Amendment) Act 2000, encouraging them to develop and share examples of good equality practice.  Monitoring activity will require partnerships to show overall numbers and proportions of different ethnic groups in their workforce.







This document has been produced by Greater Merseyside Connexions partnership, based on their experiences of tackling under-representation of black staff, particularly in the Personal Adviser staff profile.  The numbers of black staff at different levels in the organisation show that some progress has been made, but there is still a long way to go. 

The report sets out a number of issues concerning recruitment of staff in Connexions, and makes suggestions for taking race equality forward.  It is not intended as a statement of the law or definitive solution to the issues. There remains real need for Connexions partnerships to take onboard the local knowledge and expertise from Voluntary and Community Sector Groups.  

Greater Merseyside Connexions wishes to extend sincere thanks to the individuals and organisations who gave their time, views and suggestions towards the development of this document.  

Key organisations include: South Liverpool Personnel, Innervision, Greater Merseyside Learning and Skills Council, ESF Objective One, Commission for Racial Equality, and Government Office. 







This guide provides some examples of emerging practice which have been developed in relation to recruitment of black and minority ethnic staff in Greater Merseyside Connexions.  The suggestions set out may also be useful in addressing the needs of other disadvantaged groups, for example disabled people and to partner organisations.   

An audit of the staffing profile identified early in the establishment of the Greater Merseyside Connexions Partnership that compared with local population figures, the organisation was not representative of the communities served. Despite advertising in The Voice, Asian Express and other such publications, job vacancies continued to attract mainly white applicants.  Further attempts to increase diversity in recruitment included direct targeting of vacancies at local community networks and organisations working specifically with minority groups.  Details of job vacancies were sent to organisations such as Chinese Community Centres and this was followed up with personal contact from the Equal Opportunities Co-ordinator to ask if there was any further information they would like on Connexions.  In most cases the local groups were happy to display information about jobs on notice boards and through newsletters or word of mouth. Recruitment began to see some improvement in the number of applicants from minority ethnic groups, but there remains an imbalance in the numbers of staff from diverse groups, particularly an issue for the Personal Adviser profile.  
                                              
It was agreed that a more direct approach was needed and a Positive Action programme was developed. 

The involvement of local partners in early stages of this work is recognised and valued, drawing upon their expertise ensured that the Positive Action Strategies adopted are appropriate and relevant to the needs of this particular area.  Practical examples of how Greater Merseyside Connexions Partnership has put these suggestions into practice are outlined in shaded boxes. 





Race Equality Good Practice: A Checklist
Does your Connexions Partnership: 

1	Have a Race Equality Policy produced in consultation with staff, partners, and young people?	
2	Actively encourage people from black and minority ethnic groups to apply for jobs at all levels?	
3	Use a diverse range of publications to advertise Connexions vacancies widely?	
4	Ensure Connexions job advertisements carry a ‘strap-line’ or reference to the organisation’s commitment to racial equality?	
5	Arrange interview panels consisting of a diverse representation of individuals who are trained in recruitment and racial equality?	
6	Regularly monitor all stages of the recruitment process to ensure that any potential discrimination is identified and addressed?	
7	Maintain accurate records on recruitment and selection decisions, with all individuals offered feedback on their application?	
8	Ensure Connexions employment contracts refer to staff responsibilities for racial equality?	
9	Include positive images of black and minority ethnic groups in all Connexions marketing materials?	
10	Have Equality and Diversity “Champions”  appointed at Board/ Senior level?	
11	Provide for all Connexions staff (including Personal Advisers and Senior Managers) recent racial equality training?	
12	Have a designated Equality Co-ordinator in post to ensure that racial equality remains an integral part of all Connexions plans and priorities?	
(Adapted from “Race Equality Means Business” The Commission for Racial Equality)


4. The Case for Race Equality
Although there has been some debate about whether or not Connexions are legally defined as public authorities bound by the Specific Duties, individual Connexions partnerships are legally answerable (through DFES/CSNU) for their fulfilment of the Race Relations (Amendment) Act 2000.  
Having made a commitment to racial equality, Connexions Partnerships have embraced both the general and specific duties, regardless of their legal position. Specific Duty 4 (b) is concerned with monitoring admission, recruitment and progress; 
Connexions Partnerships need to be able to work effectively with young people from different minority ethnic groups. This report is not suggesting that a Personal Adviser needs to be black to understand and support a young black person, but some young people will look to share cultural experiences with a PA they feel they can relate to. 

“I relate differently to black people.  It seems that black people in authority want to help me, like I think maybe they know how it is being young and black and trying to make it”.			    (Young Black Men and the Connexions Service DfES 2002) 

Any Connexions partnership with less than representative PA ratios needs to be asking some questions about their culture and recruitment practice.  The benefits to Connexions partnerships of recruiting a more diverse workforce are many.  It leads to a cross fertilisation of ideas, cultures, experiences which enhance the experience not only for young people receiving support from Connexions, but also for existing staff and partners. 

A rich-mix of staff will be better equipped to meet the needs of a diverse client group, which in turn leads to improved outcomes for young people.  There are growing concerns about the attainment of young black males, the increasing numbers of school exclusions and the reluctance to access Connexions services in some areas.  
Between 1994/5 and 1997/8, Black Caribbean and Black African Pupils were more likely to be excluded from school-over 4 times more likely than white students. 
(Young Black Men and the Connexions Service DfES 2002)

A Connexions Partnership which is seriously committed to race equality at all levels and across all practices, should avoid costly tribunals and negative media attention associated with claims of discrimination.  Improved management practices, organisation ethics and values result in better staff relations and better relationships with partner agencies and young people. It is important to attract staff who know the local area, how it works, who the  key agencies are and how to gain respect with young people. 









Key Questions to consider: 

	Is your Connexions Partnership diversely reflective of the local communities served? 







Noted as one of Liverpool’s most multicultural shopping experiences, ASDA in Smithdown Road has high numbers of staff from different backgrounds. This richness did not happen by chance, ASDA has established a reputation for embracing cultural diversity in all 239 of its stores. 

As a result of signing up to the Race for Opportunity Campaign an Action Plan was developed to provide a best practice framework for this large retailer.  Monthly reporting of progress towards its race equality objectives is in place and given a high level steer by the nominated equality champions for each geographical region.  Equal Opportunities training is also in place for all staff. 

ASDA is a member of The Equality Exchange Forum, which enables large retailers to share good practice.  Its commitment to race equality is apparent not only across its shop floors, but also in the higher tiers of management.  An initiative called The Talent Race has helped ASDA to recruit and retain managers from minority ethnic groups, ensuring that there is appropriate representation at all levels. 

Already ASDA is seeing many benefits in terms of the impact on the business.  Its Hulme store (Manchester) employs around 50% minority ethnic employees, creating an exciting and welcoming shopping experience for the local community.  Its Bradford Store (where 47% of staff are of Asian origins) was the first multi-lingual store.  

ASDA’s recruitment success has lead to changes in employment practices, terms and conditions, management styles, etc.  For example staff are now entitled to take two days unpaid leave that they can use for religious festivals.  If the working environment and the organisation’s culture had not changed in line with recruitment techniques, ASDA recognises that they would not have been able to retain the diverse range of staff it has attracted into the workforce.   A clear business case for diversity. 


5. Positive Action and Positive Discrimination
“Positive Action is about fair competition- not removing competition”  CRE

The aim of positive action is to ensure that people from previously disadvantaged black and minority ethnic groups can compete on equal terms with other job applicants. It is intended to help to compensate for the barriers caused by previous discrimination. It must be understood however that selection is still based on merit and all applicants must be treated equally in recruitment. All Personal Advisers are expected to practice at a high level of competency. 

Positive Action can be used as an effective means for Connexions to redress some of the imbalances in the staffing profile.  The creation of a new organisation presents a particularly exciting and appropriate time to consider the need for Positive Action. 

The Race Relations Act does not allow positive discrimination or affirmative action. As such, Connexions cannot try to change the balance of its Personal Adviser profile by employing someone primarily because they are from a particular racial group. This would be discrimination on racial grounds, and is unlawful. 

Note: A racial group is underrepresented if, at any time during the previous twelve months, either there was no-one of that group doing the work in question, or there were disproportionately few in comparison with the group’s proportion in the workforce at that establishment, or in the population from which the employer normally recruits for work at that establishment. 					     (CRE Employment Code of Practice)


In order for any Connexions Positive Action strategy to be successful, all staff in the organisation should be made fully aware of why Positive Action has been deemed necessary, and how it fits with employment law.  Staff need an understanding of how Positive Action will work with clear messages of commitment from the top.  It may be useful to provide training and information to all staff, particularly those existing employees who will be involved in delivering the Positive Action strategy.  This training should seek to dispel myths and any confusion about positive action and positive discrimination.  It will contribute towards the creation of a welcoming work environment.




A Positive Action Strategy may include different means of attracting more under-represented groups into the Connexions partnership, including some of the following:
	Where Connexions partnerships have very few Personal Advisers from a particular group, they may lawfully offer training only for people from that ‘racial’ group. This opportunity could be open to existing staff or to external candidates. 
	Connexions could encourage Black and minority ethnic workers to apply for vacancies at different levels where they are under-represented including Senior Management roles.  Positive Action is not intended to only address imbalances in the Personal Adviser profile; senior teams should also have appropriate representation from people of different racial origins. 
	Leaflets, posters and recruitment packs could be printed in other languages to encourage a more diverse range of applications to posts. 
	Use of specialist employment agencies in areas where these groups are concentrated. 
	Job advertisements designed to reach members of these groups and to encourage their applications: for example, through the use of the minority press, as well as other newspapers. 
	Building partnerships with Black Community Organisations and discuss the possibility of secondment opportunities for their staff.  This should not aim to deplete these organisations and should be for mutual benefit.  Connexions should consider capacity building of the sector, for example by offering places on the PA Diploma.  This way community organisations can have access to the professional training programme without losing their personnel.  (Black Community Organisations should also be recognised for their value in assisting with the training of Connexions PAs.)
Such measures are important to the development of equal opportunities in Connexions. It is recommended that, where there is under-representation of Personal Advisers, these measures should be considered.
Target setting in staff profiling is also recognised as a useful way for Connexions to monitor progress towards their recruitment objectives. (See Annex 03 for some examples developed by Greater Merseyside) A key requirement outlined in Section N of the Connexions Planning Guidance 03/04 is as follows:
“Those working on Connexions are recruited, trained and employed through fair and open access to equal treatment.”  

To meet this requirement, Business Plans should show how: 

“Recruitment policy and procedures reflect the goal to improve the diversity of the workforce to match the diversity of the partnership area it serves.”








Key Questions to consider: 

	Do you need to actively encourage certain under-represented groups to access 	training and employment opportunities in Connexions? 

	How well do your recruitment materials encourage a diverse range of applicants to 	jobs at Connexions? 

	Are you advertising job vacancies in publications or areas where they will be seen by 	people from black and minority ethnic groups?

	How might positive action help you address any imbalance within the staffing profile?










Responding to the recommendation of Macpherson’s report, in August 1999 the Home Office set 10 year recruitment targets for individual police forces attached to the ethnic identity of the local population.  The Police Force is aiming to recruit a minimum of 7% black and Asian officers as currently minority ethnic officers make up just 2%. 

Greater Manchester Police have established a number of objectives to support their commitment to Race Equality.  They have formulated a Policy Advisory Group with members from minority ethnic communities who act as champions on recruitment issues.
Preparation packs have also been produced to help minority ethnic applicants pass the assessment tests which were identified as a major barrier to entrance. 

In other parts of the country, volunteers are sent to careers fairs and into schools to challenge the perception that the Police Force is stereotypically a white male organisation. 


6. Genuine Occupational Qualification (GOQ)
Section 5 of the Race Relations Act 1976 makes it lawful for an employer to discriminate “when being from a particular racial group is a genuine occupational qualification”.  This would apply to the following circumstances:
	To achieve authenticity [Section 5(2)(a) and (b)]
The job involves a dramatic performance or other entertainment, or modelling for artistic or photographic work, and someone from a particular racial group is needed to achieve ‘authenticity’
Example: A film company is auditioning for “A Passage to India” and requires actors of Asian ethnic origin.  Section 5(2)(a) of the Race Relations Act 1976 applies.
	To create a particular mood or ambience [s 5(2)(c)]
The job involves working in a restaurant or bar that serves food and drink from a particular country or region, and the restaurant wants to create the right ambience. This permits a Chinese restaurant, for example, to advertise for Chinese waiters and waitresses — but not for a Chinese cook, whose work is ‘behind the scenes’, as it were, and could be done by anyone who has the necessary skills.

	To provide personal services [s 5(2)(d)]
The job involves providing clients from a particular racial group with personal services related to their welfare, and the services will be provided most effectively by someone from the same racial group. 
Organisations qualify for exemption even when the job in question only involves doing section 5 duties for some of the time. 
The third option of the circumstances described above could be applied to the work of a Personal Adviser, depending upon the specific duties of the post. Whilst Personal Advisers are employed to deliver a holistic service to all young people, there could be occasions where it may be justified to advertise the post under genuine occupational qualification conditions.  It is not suggested here that Personal Advisers recruited from a specific group should only work with young people from black and minority groups. 
However, Connexions partnerships cannot simply assert that being from a particular racial group is a genuine occupational qualification; they must be able to justify the requirement objectively in each case. It is advisable to check with the CRE, according to the individual requirements of the specific Personal Adviser role.  (See Annex 06 for CRE contacts)
The advertisement must clearly show that the cultural, linguistic, or ethnic backgrounds of the young people who will be receiving the services are such important factors in providing these services effectively that someone from the same racial group will be best placed to ensure this. 
Employers should ensure that where a GOQ is applied to a job vacancy, they quote the appropriate section of the Race Relations Action which exempts them from the general prohibition.  It is also likely that they will need to remove or alter their standard equal opportunities strap line, where it reads “all applicants are welcome regardless of their race, disability, gender, etc”. More plainly, they can state “not all racial groups will be acceptable”. 


7. Auditing the staff profile in Connexions

Information held about Connexions staff should include a breakdown of individuals’ racial origins. In many areas of the country, high numbers of staff have transferred into Connexions from Careers Companies, and information has been “inherited” it is likely that some of this data is out of date and may not be presented against the appropriate 2001 Census categories.  It is useful to draw comparisons (by area) against population statistics. 

Organisations with few black and minority ethnic members of staff often use the excuse that ‘they do not apply’. These organisations need to ask themselves what image they present to black and minority ethnic communities, and what they can do to make themselves more attractive. 
(Challenging Institutional Racism, a Toolkit for the Voluntary Sector,	LVSC & ROTA 2002)

Staff may not always fully understand the relevance of monitoring and could be reluctant to contribute their own information. Connexions can seek to prepare staff by explaining how this information will be collected, stored, and more importantly how it will be used. 





Key Questions to consider: 

	Do you regularly monitor your staffing profile against local population statistics 	(Census figures) for ethnic minority groups?

	How do you communicate the result of any monitoring to staff?






8. Why monitor ethnicity?  
(Also see CSNU Action note 83) 

Ethnic monitoring is the process used to collect, store, and analyse data about staff ethnic backgrounds.  Monitoring of employment practices and recruitment can be used by Connexions partnerships to:

	highlight possible inequalities; 
	investigate their underlying causes; and 
	remove any unfairness or disadvantage. 

In employment, monitoring examines the ethnic make-up of staffing profiles and compares this with the baseline local data, usually the latest Census figures. It also enables analysis of personnel practices and procedures in respect of their impact upon different ethnic groups.  (See Annex 01 for the 2001 Census categories.)

Collecting information about ethnicity through the decennial census is a relatively recent development, and was first introduced in 1991. There is a tension between the pressing need to monitor effectively, and a recognition that the exercise itself can operate as a form of social control. Within this context, practitioners are then faced with the difficult task of how to extract.  
(Rob Manwaring, Commission for Racial Equality, Autumn 2002)

Some staff may be reluctant to self define their ethnic group and Connexions Partnerships will need to persuade them by demonstrating the positive side of capturing this information. Staff will want to see that robust, regular reporting, and planning based on the results, is implemented. If no action is taken, staff will soon disengage from the monitoring process and trust will never develop.   Connexions HR staff should make no assumptions about their individual member of staff’s ethnic group nor complete monitoring forms on their behalf. 

Connexions partnerships also have a responsibility to protect data about their staff and adhere to the Data Protection Act 1998 and other legislation.  This concerns collecting, holding, processing and sharing of information about individuals. Data protection can not be used as an excuse to ignore the need for ethnic monitoring.

The CRE Job Application Form has a clear statement about how they will store and use information provided:
Any data about you will be held in completely secure conditions, with access restricted to those involved in dealing with your application and in the selection process. As indicated elsewhere, the data you provide will also be used to monitor the effectiveness of the CRE's Equal Opportunities Policy. We will be unable to process your application unless we can use your personal data in the ways described above. We shall consider that, by signing and submitting the enclosed application form(s), you are giving your consent to the processing of your data in the ways described above.    			CRE 2003 
Key Questions to consider: 

	Is all information on staff ethnicity accurate and up to date? 

	Do staff understand why Connexions monitors and records this data? 






9. Attracting new staff

In order to introduce diversity into Connexions partnerships, each organisation will need to closely examine the procedures used for attracting staff.  Some Connexions organisations have been formed from high numbers of staff who formally worked in local Careers Companies and it should be recognised that these people had entitlement to jobs through the TUPE (Transfer of Undertakings for Protection of Employment) process. For this reason a significant proportion of the staffing profile is pre-determined and in many cases the necessary changes can only be brought about where opportunity exists to recruit new staff or through secondments.  

Organisations who have few black and minority ethnic staff will want to fully maximise the potential of every recruitment opportunity.  These organisations need to ask themselves what image they present to the local black and minority ethnic communities and what can they do to make themselves more attractive.   Connexions partnerships will also need to consider how this impacts upon service delivery. 

Key Questions to consider: 






PERSONAL ADVISER CASE STUDY

When I saw an advertisement for a Connexions Personal Adviser in a local publication I decided to request some more information about the job and about the organisation.  As a Black Woman, something I always look for is a statement in the advert to indicate the company is committed to equality and diversity.  Connexions’ advert stated that they particularly welcomed people from different racial minority groups.   This appealed to me straight away.  
Although I originally saw Connexions as the “Old Careers Service” I believed it was a new service for young people, focussing on personal development and so I wanted to be part of it. It was also an organisation with a workforce which had been traditionally under-represented by Black people and other ethnic minorities. 

As an established Youth Worker, I believed if offered me three key things:
1. Being part of a new and ambitious service
2. A fulltime permanent position
3. The chance to take up further professional development opportunities and gain qualifications for a job I was already doing. 

The Information Pack I received with the application form reinforced my original perception of the organisation.  Equal Opportunities was referred to in the Job Description and the Person Spec.  I especially liked the way the monitoring form was detached from the application form so that it would not be seen by the people short-listing. 

The interview itself was really different from other organisations I had experienced.  Young people from a local Barnado’s Project sat on the interview panel and asked us questions about how we would support them with various issues.  There were a few black and other ethnic minority young people in the group and I felt I hit it off with all of them.   It was very clear from day one that young people were being given a voice in decisions that were made at all levels.  The idea of working with young people in such a way excited me. 

When I was offered the job of Personal Adviser I was extremely delighted to be able to demonstrate my capabilities.  The recruitment process was well organised and seemed fair.  I also received a thorough induction programme which included equal opportunities training. 

I was made to feel very welcome by my new colleagues and it was recognised that I was able to bring new skills as well as new contacts to the company.  Some of these contacts were local BME voluntary and community sector groups who had not engaged with Connexions before.  I felt that other members of staff at Connexions respected me for the different experiences, knowledge and skills.  I quickly became involved in our staff Equal Opportunities “working group” and the sub group developing strategy and policy around the Race Relations Amendment Act.   This enabled me to have a pivotal role in the development of Greater Merseyside’s equality plans, addressing some of the key areas I identified such as:

	Developing Connexions links in the local Black community 
	Strengthening staff awareness of issues around race and culture
	Highlighting best practice in our work with Asylum Seekers and Refugees
	Reinforcing the multi-agency approach to monitoring of racial harassment.

I strongly believe that Connexions’ approach works for people from racial minority groups because of the exciting opportunities they can offer.  We are starting to see the profile change but there remains a massive under-representation of people from Black and Minority Ethnic Groups. 
Christine Quarless 





Restricting job advertisements to just one or two selected newspapers can have very limiting results, especially where there may be political or other reasons for low readership amongst some groups in the community. 

Options to explore include:

	Local Community Centre notice boards, doctors surgeries, other community venues. 
	Outreach workers in the Voluntary/Community Sector who take details of job vacancies into the community. 
	Community Newsletters, some are written in different languages
	Local radio stations with high numbers of listeners from minority ethnic groups. In some areas there are ‘community radio’ stations with programmes broadcast in other languages.
	Job Centres and Job Clubs
	Local free papers, regional and national press
	Black and minority ethnic press (See Annex 04 for list) 
	ESF projects delivering programmes to certain groups
	Recruitment agencies, there may be specialist recruitment agencies in the local area supporting people from minority groups
	Supermarket notice boards and supermarket magazines that run job adverts
	Encourage existing PAs from minority groups to promote vacancies through their own family or social networks, Connexions own staff can form a valuable resource. 
	Schools and colleges with high numbers of learners from minority ethnic groups, many of them have evening or weekend activities for the community.
	Churches and other places of worship might be another appropriate avenue for targeted recruitment.  Strengthening links with these groups will also support the wider Connexions’ strategy. 
	Specific websites will also provide opportunity to access people from black and minority ethnic groups. 

Monitoring will enable individual Connexions Partnerships to establish the most successful recruitment sources.  Recording and analysing the number of enquiries and the number of applicants from each of these sources will show which options are most appropriate to local communities.  Sources that do not instigate any response should not be continued simply because they have readership amongst minority groups. 






Key Questions to consider: 

	Do you monitor the source of the enquiry when someone contacts your Connexions 	Partnership to enquire about a job vacancy? 






The CRE has produced a comprehensive guide to Job Advertisements and Race Relations.  It is available from their website www.cre.gov.uk (​http:​/​​/​www.cre.gov.uk​) (ISBN 1 85442 156 5)

Recruitment materials reveal a lot about the organisation, it is vitally important that Connexions partnerships make the most of them. 

The wording on any job advert is very important, and Connexions partnerships may need to consider suitability of their standard job adverts in terms of their attractiveness to minority ethnic groups.   Wording should be clear and jargon-free.  It is good practice to consult with staff in the organisation on how they perceive a job advert, ensuring that the consultative group is diversely representative.  

Ensure that any visual images used in job adverts of Personal Advisers or young people actively engaged in Connexions activity, depict people from different ethnic backgrounds, reflective of the people living in the local Connexions area.  These pictures should show positive images of young people in non-stereotypical situations.

A ‘strap line’ is often used on job adverts expressing the partnership’s commitment to equal opportunities.  An explicit statement about embracing race equality will send out positive messages about the organisation.  These statements might also include brief information about how the Connexions service is tackling institutional racism and promoting positive race relations.  Reference to any race equality scheme, policies, action plans, staff strategy groups, and training will highlight some of the Connexions partnership commitments. 

EXAMPLE ‘STRAP LINE’
We are striving to promote racial harmony and counter the under-representation of black, minority ethnic and other socially disadvantaged groups by improving access to jobs, education and training. 

Key Questions to consider: 

	Do you consider how the layout and content of job advertisements might appeal to     people from black and minority ethnic groups? 

	Have you tested out your job advertisements and other recruitment materials with any staff or partners from black and minority ethnic groups? 

	Do you ensure that any photographs or images of people used in recruitment materials reflect the diverse ethnic groups in your local community?






Since there is no standard nationally adopted Connexions job application form, individual partnerships have formulated their own versions. It might be useful to revisit some of the questions asked of potential applicants.  The application form can be used as a positive marketing tool in itself, but questions wrongly phrased could equally turn a potential applicant off.  
Employers should avoid prescribing requirements such as length of residence or experience in the UK.   It is good practice to detach any equal opportunities monitoring questions, including questions about race, from the application form before being provided to the short-listing panel. 
Connexions Partnerships might also wish to consider the way potential candidates are asked to request their application form.  “Write in for an application form” may deter some people, a range of options including the invitation to phone, email or call in at reception desk will be more enticing and inclusive for everyone. 






Greater Merseyside Connexions has recently changed its application form to make it more inclusive for black and minority ethnic groups:

“Please describe any equipment or adaptations you require to enable you to participate fully in the recruitment process.  For example you might need information in another format”

“If you are short-listed, please describe any special arrangements you would like the company to make for your interview, for example you may not be able to attend during certain religious festivals or at certain times of the day”

Key Questions to consider: 

	Has your Application Form been “equality-proofed” to ensure it meets recommended standards for race equality, and are all questions relevant and appropriate? 

	Is the section relating to equal opportunities monitoring detached from the Application  Form before it is passed to a short-listing panel? 






Personal Adviser job descriptions may be a barrier to some potential applicants from black and minority ethnic groups.  The wording on the job description should be in clear simple English and jargon-free, as with all recruitment materials.  It should only list the minimum skills needed to do the job satisfactorily.  The criteria should describe precisely what is expected of the person to be a Personal Adviser. 


Greater Merseyside Connexions has developed a robust framework of behavioural competencies designed as assessment criteria which is critical to success of the Personal Adviser role.  Individuals will be assessed against the ability to relate effectively to young people rather than basing decisions purely on recognised professional qualifications or a proven track record within the field of education and guidance.  It is believed that this method provides a more inclusive approach. 

Reference should be made on the job description to equal opportunities responsibilities, but this criteria could be more specific than simply “candidate must support equal opportunities”.  Specific race equality criterion will be easier to test out at the interview stage with questions that require candidates to draw upon examples from their own professional practice. 

Qualifications required to work as a Personal Adviser are suggested by CSNU but consideration should be given to qualifications achieved outside of the UK.  Many overseas qualifications can be recognised here to give a good indication of a persons’ suitability for the Personal Adviser role.  Additional training can be provided to become a fully qualified PA through the delivery of NVQ 4 and relevant Connexions training. 

An emphasis on equivalent qualifications, transferable skills or relevant experience in job advertisements, person specifications and candidate assessments conveys a powerful message to people who may be used to deselecting themselves because of past discrimination or assumptions about the kind of candidates (the organisation) is aiming to attract. 
(Attracting People Who Want to Get in, Commission for Black Staff in FE, 2002)

Connexions Partnerships may wish to consider making their full recruitment packs available in other languages. Local knowledge is essential in order to determine which languages are most widely spoken in local communities.  Some Connexions Partnerships may need to have a supply of their materials in other languages prepared in advance, but where the intention is to translate “upon request”, partnerships need to be confident that they can meet this demand within an appropriate timescale.  Translation services often need up to 14 days to produce documents in other languages which will put the candidate at a disadvantage against the closing date. 





Key Questions to consider: 

	Are your job descriptions and other relevant documents written in clear language which is jargon free? 

	Do Connexions job descriptions refer to the individual’s responsibility for race equality? 

	Do you recognise qualifications and experience gained overseas?

	Are your recruitment materials available in other languages?


14. Open days in community venues

Open days in the local community might help dispel some of the fears about working in a Connexions Partnership.  Community venues are likely to be more accessible and less intimidating for some people, providing an opportunity to hear from local groups why they have may not previously considered a career in Connexions. 

Positive messages about the work can be delivered by existing staff, including those from minority ethnic groups, but care must be taken to ensure this does not appear tokenistic.  This is particularly important for Connexions Partnerships that only have a very small number of Personal Advisers employed from minority ethnic groups.  It might appear that Connexions partnerships think only black and minority ethnic staff can understand the issues – this marginalises race. 

It may be necessary to engage the services of interpreter(s) at an open day.  Some Community Organisations will already have bi-lingual staff on site who will be happy to support the activity on the day, but this can not always be assumed.  Resources will also need to be available to support the cost of this activity. Connexions should take into account cultural differences, for example a hand-shake is not always an appropriate greeting.  (Some Muslim women may be offended by this gesture.) 

Open days provide opportunity to involve young people in the recruitment process.  Young people attending with their Personal Advisers can share their perceptions of the Connexions Service and the role of a Personal Adviser.  Again, it is important to ensure a diverse mix of young people are invited to participate in this activity, whilst avoiding the tokenistic approach.  

Open Days may be more productive if Connexions partnerships offer pre-recruitment support for potential candidates.  Most people would benefit from help completing an application form and preparation for interview panels. The competence system is unfamiliar to many people and can come as quite a surprise at interview if the candidate has not experienced similar style recruitment before.  It might be appropriate to engage the support of a partner organisation in delivering this pre-recruitment support. 

Offering short work experience placements or ‘taster days’ can offer further opportunities to encourage people to join the Connexions partnership. 


Key Questions to consider: 

	Are you working with partners in the community to promote opportunities to work at Connexions? 

	How are young people from black and minority ethnic groups involved in the recruitment process? 







Tests that are badly designed, inappropriate, poorly administered or improperly scored may not only result in unsatisfactory selection decisions, but may also be a cause of indirect racial discrimination. (Psychometric Tests and Racial Equality- CRE)
In order to avoid direct or indirect discrimination, it is recommended that all stages of the recruitment process including the selection criteria and any tests are examined to ensure that they are directly related to Personal Adviser job requirements and are not unlawfully discriminatory.   It is essential that the Recruitment and Selection Process is carefully documented so that evidence of a fair and robust system can be provided.  This includes recording reasons for rejecting or selecting individual candidates.
It is essential that any Assessment Tests are equality proofed to ensure they do not discriminate against minority ethnic groups. Selection tests which contain irrelevant questions or exercises on matters which may be unfamiliar to minority ethnic applicants should not be used (for example, general knowledge questions more likely to be familiar to indigenous applicants). The Commission for Racial Equality (CRE) has produced guidance on the use of psychometric tests.

Recommended Reading: 
CRE Employment Code of Practice Part 1 








British Rail was challenged for unlawful discrimination because of the aptitude and safety test used for selecting applicants for driver training courses.  The section of the test which carried the highest points was based on verbal reasoning.  It was found that this had an adverse impact on applicants who spoke English as a second language. 
CRE

Key Questions to consider: 






After short-listing has been carried out to compare the candidate against the selection criteria, an interview panel will be arranged.  All staff should be fully trained and made aware of the possible misunderstandings that can occur in interviews between people of different cultural backgrounds. Wherever possible, short-listing and interviewing should not be done by one person alone and should at least be checked at a more senior level in the Connexions Partnership.  An agreed list of questions should be asked of all candidates. 
Where possible, an ethnically representative panel should be arranged to ensure that a positive image of Connexions is portrayed to candidates. Young people from minority ethnic groups could be invited to participate in the interview process but it is essential that all interviewers are fully trained and briefed on fair interviewing skills.  This briefing should include information about race equality and other equal opportunities commitments.  Young people or key staff from partner agencies can be invited to participate in interviews to ensure representation is achieved on the panel, and they should be familiar with the Connexions Partnership’s Policy for Racial Equality. 

Avoid holding interviews on days that coincide with religious and cultural festivals.  The time of day might also present difficulties for some candidates, for example people who pray at certain times.  (See Annex 02 for details of key dates) 

During the interview candidates’ responses to race equality questions should be probed and explored.  It can not be assumed that because an individual is black, they will be committed to race equality or be able to demonstrate this in their professional practice with young people. Connexions Partnerships must be clear that black and minority ethnic groups do not form a homogenous entity.  


Key Questions to consider: 

	Are all staff who participate in the interview process fully trained in recruitment and race equality? 

	Do interview panels include representation of people from different racial groups? 





17. Support and Mentoring 


Connexions Partnerships aiming to attract more black and minority ethnic staff to their organisation, need to ensure that they have created a welcoming and supportive environment that reflects the commitment to race equality at all levels.  New staff entering Connexions will not stay if they do not feel that the culture and policies of the partnership embrace diversity. 

Mainstreaming builds race equality into all policies, programmes and services to young people, across all levels.  	
(Equality in Practice, LSC 2001)

The Connexions partnership must understand that policies and strategy can only be meaningful if there is commitment from all staff – from Senior Managers to front-line Personal Advisers and support staff.  Their competence is critical to the success of the race equality strategy. 

It will be necessary to identify any changes to organisational policy and practice which are required before commencement of employment.  All staff should have undergone recent Race Awareness Training as this was arranged by Connexions partnerships to comply with the Race Relations (Amendment) Act, and training should be tailored to meet the needs of different groups of staff. For example in addition to statutory race equality legislation training, Senior Managers may need to focus on the strategic planning of the partnership to ensure effective delivery of services to young people from different racial groups.  Personal Advisers may need to devote training opportunities to cultural awareness and HR staff may need additional input and support to enable them to meet the specific duties on employment as defined by the Race Relations (Amendment) Act.  Although many organisations collect data on staff ethnic origins, they do not always do anything with this information because staff have not been trained.  Data needs to be carefully analysed and recommendations for improvements made where evidence of race inequality is suspected.  

Training and awareness of race equality must be ongoing.  New staff to Connexions should receive Equal Opportunities and Race Equality Induction Training which should be reinforced through regular management meetings, team meetings and refresher training.  






A Connexions partnership that is committed to race equality should retain its staff by valuing new recruits and offering them a welcoming environment with clear opportunities for career development.  Staff will leave if they feel they are not respected or valued as individuals from ethnic minorities.  This results in a huge loss to the Connexions partnership and a barrier for young people in need of support; it also reinforces the suggestion that Connexions culture does not embrace people from diverse backgrounds. 

Mentoring has proven to be a successful means of providing support to new staff. Positive role models from existing Connexions staff or partner agencies (such as the Youth Service and Voluntary Community organisations) can help any new member of staff through the first few months and beyond.  Connexions should not make assumptions that a new member of staff will want a mentor from the same ethnic group.  It is more important to ensure that the selected mentors are fully trained and understand their role. 

New recruits from black and minority ethnic groups will be able to make suggestions for changes and improvements to the working environment.  Provided that they are given the opportunity to express their needs, they will be able to explain exactly what changes or adaptations are expected.  However, some advance consideration to the working environment might identify it necessary to introduce a quiet room for prayer or meditation, separate cooking or refrigeration facilities or flexible working arrangements to allow time off for prayer/ religious festivals.  

If buffet lunches are provided at Connexions conferences/ meetings, individuals should be asked to express their dietary requirements.   Fasting for religious reasons should also be considered by Connexions when planning staff events or working arrangements.  


For example, Muslims who are fasting during Ramadam will appreciate a late afternoon refreshment break if they are attending full day meetings or events.  Once the sun goes down they are able to eat and drink again and some may wish to return home early for special family meals. 

Connexions Partnerships who provide flexible working arrangements will be more welcoming and inclusive to people from different ethnic groups. 


Some Connexions partnerships might be supporting certain practices that whilst not illegal, make staff from black and minority ethnic backgrounds feel less than welcome.  This may include promotional literature that does not use images reflective of local communities or other institutional discriminatory practices.  

Indirect racial discrimination refers to a rule or condition which is applied equally to everyone but which cannot be met by a large proportion of people from a particular racial group; such a rule is to the disadvantage of people from this group and the condition or rule cannot be justified on non-racial grounds. 
Connexions partnerships that have introduced corporate dress codes will want to equality proof these policies to ensure they do not discriminate against people who dress according to certain customs.  For example Sikh men may wish to wear a turban and Jewish men may wear a yarmulke, in accordance with practice within their ethnic group. Insisting that Personal Advisers must be “clean shaven” could also discriminate against certain groups, including Sikhs.  
Consultation with staff and partner agencies on such policies is essential. Although the Race Relations Act does not specifically cover religious discrimination, work requirements would generally be unlawful if they have a disproportionately adverse effect on particular ethnic groups and cannot be shown to be justifiable.
As an institution, the paper policies and committees may be in place but staff in various departments may not have the same perceptions of policy and practice. 
(University of Leeds Anti-Racist Toolkit, 2002)

Consideration may need to be given to working arrangements, particularly if Personal Advisers are being expected to work evenings or weekends, or if their role requires them to work alone in the community or carry out home visits.  Connexions has a responsibility to provide a safe working environment for all staff.  The risk assessment of Personal Adviser practice should take into account any increased risk of racial attack whilst carrying out Connexions duties, this includes travel to and from meetings.  This is a vitally important consideration if involving young people from minority ethnic groups in recruitment and selection activity. Connexions has a clear duty of care to all young people who engage in organisational activities. 

Key Questions to consider: 

	How does your Connexions Partnership embrace the diversity of staff from black and minority ethnic groups?

	 Have you put any mentoring arrangements in place for new staff?

	How flexible and supportive is your organisation towards the diverse and individual needs of all staff? 

	Do you regularly consult with staff, partners and young people from black and minority ethnic groups to ensure that Connexions policies and practices are not discriminating against any particular groups?

	Do you promote opportunities for employment at all levels within your Connexions 	Partnership in the local community? 







Recruiting the right people for any job can be challenging, and especially difficult for roles such as Personal Advisers that require high levels of flexibility and commitment.  Having succeeded in attracting more staff from diverse racial groups, appropriate support and training is crucial to enable them to progress into higher level roles, thus creating a better organisation for everyone. 

Partnership working is essential if Connexions is to succeed in creating an organisational culture of equality and diversity. Local Voluntary and Community Sector groups will provide valuable resources across all stages of the process.  






	Young Black Men and the Connexions Service,  
	DfES Research Report 311 (2002)

	Equality in Practice, a guide to mainstreaming.  
	Learning and Skills Council (2001)

	Attracting People Who Want to Get In, Race Equality in FE Colleges, 
	Commission for Black Staff in FE (2002)

	Challenging Institutional Racism, a Toolkit for the Voluntary Sector, 
	LVSC & ROTA (2002)

	Code of Practice on the duty to promote race equality.
	Race Equality Means Business
	CRE (2002)

	University of Leeds Anti-Racist Toolkit, 
	Centre for Ethnicity and Racism Studies (2002)

	Connexions Action Note 83 
	CSNU 2002

	Employment Diversity within Liverpool City Centre
	Innervision Community Consultancy Ltd (2003)

	Psychometric Tests and Racial Equality, A Guide For Employers





ETHNIC MONITORING CATEGORIES FOR ENGLAND AND WALES

Standard Classification for ethnic monitoring, as used in 2001 census












	White and Black Caribbean
	White and Black African
	White and Asian








	Any other Asian background






	Any other Black background









Religious Festivals and Holy Days - 2003
Festivals do not always fall on the same date every year and some dates will vary across cultures or according to the lunar calendar. Please confirm accuracy of these dates with groups in your local community.

January
6 January 		Epiphany (Christian)
14 January		Makar Sankrant (Hinduism)

February
6 February		Eid ul Adha (Festival of Sacrifice) – Islam
		
14 February		Paranirvana Day (Buddhism)

March
5 March		Islamic New Year
5 March		Ash Wednesday (Christian)
14 March		Day of Fasting – Sunni Muslims and Shi’ites






13 April			Baisakhi/Vaisakhi – The Sikh New Year Festival
13 April			Palm Sunday (Christian)
17 April			First day of Passover – Judaism
18 April			Good Friday (Christian)
20 April			Easter Day (Christian)
21 April			Easter Monday (Christian)

May
14 May			Wesak – Buddha’s Birthday

June
6 June			Feast of Weeks (Jewish)
8 June			Whit Sunday (Christian) 
			
July
23 July			Birthday of Haile Selassie (Rastafarian)

August
20 August		Krishna Jayanti (Hinduism)









6 October		Yom Kippur - Day of Atonement (Judaism)
11 October		Succoth - First day of Tabernacles (Judaism)
25 October		Divali – Festival of Light (Hinduism)
27 October		First day of Ramadan (Islam)

November
2 November		The Crowning of Haile Selassie 1(Rastafarian)
7 November		Divali – Festival of Light (Sikh) 




19 December		Hanukah (Chanukkah) – Feast of Dedication (Judaism)
25 December		Christmas Day (Christian)






Religious Festivals and Holy Days – 2004

January
6 January 		Epiphany (Christian)
14 January		Makar Sankrant (Hinduism)

February
2-5 February		Eid ul Adha (Festival of Sacrifice) – Islam	
8 February		Paranirvana Day (Buddhism)
25 February		Ash Wednesday (Christian)

March
2 March		Islamic New Year




4 April			Palm Sunday (Christian)
6 April			First day of Passover – Judaism
8 April			Hanamatsuri (Buddhism)
8 April			Ramanavami (Hinduism)
9 April			Good Friday (Christian)
11 April			Easter Day (Christian)
12 April			Easter Monday (Christian)
13 April			Baisakhi/Vaisakhi – The Sikh New Year Festival

May
4 May			Wesak – Buddha’s Birthday
26 May			Feast of Weeks (Jewish)
30 May			Whit Sunday (Christian) 

June
6 June			Trinity Sunday (Christian)
			
July
23 July			Birthday of Haile Selassie (Rastafarian)

August
20 August		Krishna Jayanti (Hinduism)




11 September		First day of Ramadan (Islam)
16 September		Rosh Hashanah - Jewish New Year
25 September		Yom Kippur - Day of Atonement (Judaism)






15 October		Eid ul Fitr – end of Ramadan (Islam)




2 November		The Crowning of Haile Selassie 1(Rastafarian)




8 December		Hanukah (Chanukkah) – Feast of Dedication (Judaism)
25 December		Christmas Day (Christian)







AUDITING CONNEXIONS STAFF PROFILE

The following sample tables are offered to help Connexions Partnerships to publish the results of their monitoring of staff by level. 


Personal Adviser staff profile by level and Connexions targets









Senior/Executive staff profile by level and Connexions targets







Clerical and support staff profile by level and Connexions targets










EMPLOYEE PROFILES AT (date)














* Others i.e. Key Workers, IAG Co-ordinators etc

Total staff by ethnic origin	Number	%
White British		
White Irish		
Any other white background		
White and Black Caribbean		
White and Black African		
White and Asian		




Any other Asian background		
Caribbean		
African		













Listed below are some of the publications and websites that can be used to advertise job vacancies, with high readership amongst minority ethnic groups.

Publication	Website	Address	Telephone
The Voice	Voice-online.co.uk	Blue Star House234-244 Stockwell RoadLondonSW9 9UG	020 7737 9537
Asian Times	www.ethnicmedia.co.uk	Ethnic Media Group65 Whitechapel RoadLondon E1 1DU	020 7650 2000
Muslim News	www.muslimnews.co.uk	The Muslim News
PO Box 380, Harrow, Middlesex HA2 6LL, UK	020 8863 8586
Caribbean Times	www.ethnicmedia.co.uk	Ethnic Media Group65 Whitechapel RoadLondon E1 1DU	020 7650 2000
Jobs DirectAppears in 4 newspapers	www.ethnicmedia.co.uk	Ethnic Media Group65 Whitechapel RoadLondon E1 1DU	020 7650 2001
Asian Express	 www.asianexpressnewspaper.com	211 Piccadilly,London W1J 9HF	020 7917 2744






COMMISSION FOR RACIAL EQUALITY (CRE)

The Commission for Racial Equality was set up in response to the Race Relations Act 1976 with the duties of:

	Working towards the elimination of discrimination.
	Promoting equality of opportunity and good relations between people of different racial groups.




201-211 Borough High Street
London SE1 1GZ
tel 020 7939 0000   fax 020 7939 0001
 email info@cre.gov.uk (​mailto:info@cre.gov.uk​) 

London and the south of England CRE
St Dunstan's House
201-211 Borough High Street
London SE1 1GZ
tel 020 7939 0000   fax 020 7939 0001
 email London&South@cre.gov.uk (​mailto:London&South@cre.gov.uk​)

Birmingham CRE
3rd floor, Lancaster House
67 Newhall Street
Birmingham B3 1NA
tel 0121 710 3000  fax 0121 710 3001

Leeds CRE
1st floor, Yorkshire Bank Chambers
Infirmary Street
Leeds LS1 2JP
tel 0113 389 3600   fax 0113 389 3601

Manchester CRE
5th floor, Maybrook House
40 Blackfriars Street
Manchester M3 2EG





GLOSSARY OF KEY TERMS AND ABBREVIATIONS

Direct Discrimination
Refers to treating people less favourably than others on the grounds of race.  The Race Relations Act defines ‘racial grounds’ as race, colour or nationality, and ethnic or national origins. 

Indirect Discrimination	
Applying a rule or requirement which effectively leads to less favourable conditions or treatment for a particular group of people. 

Institutional Racism
The collective failure of an organisation to provide an appropriate and professional service to people because of their colour, culture or ethnic origin… seen or detected in processes, attitudes and behaviour which amount to discrimination through unwitting prejudice, ignorance, thoughtlessness and racist stereotyping which disadvantage minority ethnic people. 

Macpherson Report
The inquiry into Stephen Lawrence’s death identified institutional racism in the police and other large institutions as a major concern. The report includes over 70 recommendations designed to address racial harassment, discrimination, under-representation and other identified concerns. 

Mainstreaming
Mainstreaming builds equality openly and actively into policy-making processes at all levels and at all stages. It ensures that policies, programmes and actions specifically seek to achieve equality and do not put any group of people at a disadvantage.  In cases where some groups are already at a disadvantage, mainstreaming identifies where special measures are needed. 

Marginalisation
Marginalisation occurs when an individual or group is excluded from decision making or mainstream activities. 

Positive Action
Providing training and special encouragement to people of a particular racial group, who are under-represented in certain occupations or grades during the previous 12 months.  Positive Action encompasses a range of measures that encourage people to take full and equal advantage of opportunities in jobs, education and training. 

Racism
A set of attitudes or behaviour towards another racial or ethnic group based on the belief that natural differences in physical characteristics (including skin colour) correspond directly to differences in personality and ability. 

Tokenism
Appointing or using individuals in positions that carry little or no influence, to make a false impression that the organisation has made a serious commitment to equality. 

CRE
Commission for Racial Equality

FE 
Further Education

PA 
Connexions Personal Adviser
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